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The information in this guide is designed to assist accountants and other third party 
administrators (TPAs) who wish to file quarterly unemployment wage reports for their clients.

The guide explains how the preparer can file quarterly wage reports for multiple clients using the 
same user name and password.
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STEP 1 – 
Create Accountant’s User Name and Password

Go to www.KansasEmployer.gov

 Click “Create a username and password.”



Scroll down and click on “Register as an Accountant.”

	 Filing UI Taxes Online Accountants’ Guide					    Page 2

Create a User Name and Password as an accountant.  You will 
login using the same User Name and Password to file reports on 
behalf of all your various clients.  
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STEP 2 – 
Clients Enable Accountant to File the Reports

Each client must enable the accountant to file on their behalf. 
To do so, each client must go to www.KansasEmployer.gov and 
click on LOGIN or NEW USER REGISTER HERE, whichever is 
appropriate, as seen on page 1.    

Scroll down the page and select the option “Enable my 
Accountant to File my Quarter Wage Report.”

If the client is not registered with KDOL, they will be prompted 
to create a User Name and Password. Please complete all the 
requested information, then click “Register (example follows).
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After the client has registered or already is registered, the client 
will be prompted to enter their PIN and account number. Then 
click “Continue.”



Once the client is logged in, click on “Add a new individual to 
file on your behalf” on the Account Management page.
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The client will be asked to enter the accountant’s User Name (as 
created in Step 1).

This is the accountant’s user name, not the client’s.
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The client will be asked to confirm (“YES” or “NO”) if they want 
to allow this user to file on their behalf.

The client must confirm the selection of each person authorized 
to file on their behalf. 

Once the client has confirmed the selection, a screen with a 
list of user names authorized to file on their behalf will appear.   
The accountant’s user name should be listed. The client can now 
logout and the accountant has been authorized by the client to 
file on their behalf.  
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STEP 3  -  
File Quarterly Wage Reports as an Accountant

Go to www.KansasEmployer.gov and login. Scroll down the 
page and select the option “File a Quarterly Wage Report 
(Includes TPAs and PEOs).”

Then select:



Enter the accountant’s User Name and Password (as created in 
Step 1).
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A list of the clients you have been authorized to file for will 
appear. Click on the link for the employer for which you want to 
file a quarterly report.
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To file the current quarter, click “continue,” or select “different 
quarter” to file information for another quarter.

Enter the Employee Information for each employee of the 
company. Use the tab key to move from one field to the next.  

Click “Calculate total” at bottom of the screen, review the 
information on the next screen and click on “submit.”
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Select the Method of Payment:  There is not a transaction fee if 
you select Electronic Check (Option 1). 

TO MAKE A PAYMENT

•	Print the Payment Voucher and mail along with the payment 

			   OR
•	Pay Online

TO PAY ONLINE:  

Select the client for whom you are making a payment.
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If you select the Electronic Check option, complete the payment 
screen with the bank information amd click “continue.”
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On the next screen enter amount to be paid and the payment 
date.
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Review the information and then click on “Yes” to confirm the 
payment and print a receipt.

Thank you for filing your Quarterly UI Wage Report online!


